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You must complete this form and submit it by 4:00 p.m. on Monday, November 14, 2022. If this

form is not submitted by the deadline, leave balances will be carried forward.

Once you have successfully submitted your hours for leave conversion you will receive an email

confirming your election(s). Please keep a copy of the email for your records.

Timely submissions of Leave Conversion will be reflected on the December 2, 2022 paystub.

If you have questions or concerns regarding the reflected balances, please contact your Human

Resources office for further instructions.

For additional support, contact your agency HR Representative or Payroll Officer 1|Page




